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SBIECT: O0OFffice Routine and Procsdures

This mewmorandum sets forith procedures for the immediata office
of the DD/S on matters pertaining to {a) tae processing of uvowrres.
pondence end material in and out of the Office of the DD/S, (b)
the handling of suspense items, and (¢) e pewly esteblishad voubtine
for Staff Officers meeting with the DD/S nnd AID/S.

1. INCOMING MATERIAL

All incoming correcpondeace and material, except as
voted undar EXCEPIIORS below, will be forwarded immadiately
25X1A%  to I T2ic inclvdes material eddrecsed to individusls
or for the attention of certain individuspls unliesa such
mter%al is marked "EYES ONLY" or "forsonal.” (See EXCEPTIONS
below

a. EXCEPTTONS 25X1A2d3

(1) EYES ONIY and Fersomal Materiel 25X1A2d3
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a11 zyes oney eod Il scoric) adaresses to  25X1A%a

the DD/8S will be 2 2o directly mm

Otner Br5 oy andliiliilfwtoriar viih b TORER T 25X1A2d3
to the individuel to wiom addvessed. 213 material

marked "Personal™ will De routod to the individual

to whoem sddressed.
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(2) Material froam the Divector®s O7fice

All material received from e Director’s 25X1A9a
Office will be forverded directly %o
1t will vo[ I resvorsitility wo deter- 25X1A%9a
nine vhat items should be brought to the lmmediate
attention of the DD/S., Other meterial not requiring
imnedinte DD/S sttention will be forwarded prowptly

to Mr - action. Miss|JJ i1l slso 25X1A9%a
edvise Mv the neture of any waterial given 25X1A0a
to the DD, 8. -
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2. OUGOING MATERIAL

AlL outgoing correspondence ani material elcept uc
25X1A9a roted 1 r EXCEFTIORS below will be forwarded through
‘ Mr. to the Registry. All material addressed to

tha DCI{ or DICT and all correspondence directed to other

agencies, or externsl orgacizations prepered for DDisi

DCI, or DIXY signature will be reviewed hy Misa 25X1A%9a
prior %o fomrding ‘
a. EXCEPTIONS ‘ 25X1A2d3
’ B vaterial
{1} FEYES ONILY and Mate 25X1A2d3

eves onzy and [ saterier wizz ve
fmwmﬁed directly to Registry

~

3. SUSPENSE ITEMS

Suspem items vill be hardled as follows:

25X1A%9a ‘a. M. 1o desigrated ae the focal point o clearing
house for the eatablishment of and follow-up on all sugpense
items. This does not wean that Special Aseictants to the DI/S
or others may not estsblieh suspense dates for material they
are handling, nor does it mear that they ars prohidited from
folloving up suspense items. Bowever, before checking with
nts to determine thke status of an ocutstanding itea Mr.
25X1A%a 'mhmm firat be consulted to secertain if he bas any
informetion on the status of the material. Cantralizing of
this function is also desirabdble to reduce tie numhsr of in-
cidents of more than one person checking oo the sams iten.
The present procedural steps followed by the DD/S Reglstry
in recording and keaping & record of all items on guspense

is unchmged.
DALY MEETINGS WI'.EE /S ANL

In an effort to conserve time and expedite our work, the
DD/S and the ADD/S will be availsble gt noon each day for a
meeting with Officers op the immediate Staff. All of theee 25X1A9a
meetings will be attended by MeasreFmo ,
will use this time to advise the ID/S and ADD/S8 of incoming
‘materisl being processed and present to them for their approval

any items on hand. Other Staff Officers need only atlend
these meetings vhen they bave items to t.m up witk DD/S or FOIAb3b

ADD/8 or vhen requested, _

L. K. WHITE
‘Deputy Directer
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